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	t18: Colleen Kirtlan
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	t22: 5/7/03
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	t24: POSITION SUMMARYThis position is designated "Confidential".Under supervision of the Staff Services Manager I, Classification and Placement Unit, the incumbent is responsible for personnel activities of assigned organizations within the Department.ESSENTIAL FUNCTIONSThis position requires that the incumbent work cooperatively with staff from the Department of Personnel Administration, State Personnel Board, departmental managers and supervisors, administrative officers, and others and maintain consistent and regular attendance.  The specific essential duties are:Consults and advises Program Managers and Administrative Officers on personnel issues such as establishing new positions, reclassifying positions, and determining the impact of proposed reorganizations on position levels and numbers.Consults with, advises, and makes recommendations to Program Managers and Administrative Officers relative to personnel policies, standards, rules, and procedures.Evaluates proposed personnel transactions and either approves or disapproves and recommends alternatives for promotions, new hires, reinstatements, transfers, reclasses, etc.; assists in the recruitment and selection of employees, and in the reassignment and/or layoff of surplus employees; consults with departmental employees, and prospective State employees regarding employment, promotion, transfer, and other personnel-related matters.Analyzes the more complex classification proposals within assigned organizations for presentation to the Director's Personnel Advisory Board for consideration.  This requires comparative analyses of classifications with significantly similar knowledges and abilities, qualifications, and levels of responsibility, considerations of appropriateness of classification, organizational impact, eligibility of employee, and salary and range considerations.Conducts complex classification and placement projects and organizational studies which may result in establishing new classes or revising existing classes.
	t1: Associate Personnel Analyst
	t2: 0607-5142-406
	t3: 50000703
	t4: I
	t5: 
	t6: 
	t7: Management Services/Personnel
	t25: 10%10%5%5%
	t26: Consults with and advises Program Managers and Administrative Officers concerning employee performance appraisals and corrective or adverse actions; consults with supervisors regarding efforts to identify and correct performance problems before adverse action becomes necessary through effective use of the Employee Assistance Program; and when adverse action is necessary, reviews documentation, assists in preparing written notification, ensures conformity with State Personnel Board rules and departmental policy and guidelines.  Serves as liaison between Legal, Labor Relations, and line staff in obtaining concurrence on proposed actions.OTHER RESPONSIBILITIESServes as chairperson on qualifications appraisal panels for assigned examinations.  Develops and conducts training courses on personnel related issues, represents the Personnel Office at meetings and conferences; acts in supervisor's absence.Researches specific areas of personnel management to develop policies and procedures.  Ensures that assigned areas of Department Administrative Manual are kept current and are consistent with State Personnel Board and Department of Personnel Administration rules, and Government Code.  Develops and maintains Administrative Procedures within assigned areas; prepares formal memoranda, reports, and correspondence on personnel matters.Works with the Department's Labor Relations Office to review and analyze sensitive employee-employer issues such as making recommendations to the Labor Relations Office regarding employee grievances and impacts of proposed employee relations issues on classification and placement projects.                                                   


